LRES - A-09-039

E*%tﬂgjﬁ ﬁ:#& i%n;gog 15 APR 2009

1% Cut Off Date

VACANCY ANNOUNCEMENT BERYIE: BERTE TR
Cloimg Date Open until filled
ER 25 MAR 2009
1.5%FE 4 Job title (F#R Grade _1-5 /FBFFH LAD 3) SEAH A B EEFBH Area of Consideration

Purchasing and Contract Assistant, MLC #414 No. of Recruitment | <] 38 MLC/IHA it (8 (EBBXM)
Current MLC/IHA Employee within Activity

—————————————————————————————————————————————————————————————————————————— [X] 3 MLC/IHA ¢ B (B Eh B M)

REVERAOATRES _ |:}|4m\ No |Z|_ﬁ Yes _ 1 % Current MLC/IHA Employee in commuting distance
Acceptance at Lower Crade Trainee | BB\ Trainee Grade: 14 X B MLCIHAfE£ 8 (275 B )

X =#H% WETES O®R% - Bk OE&ER Current MLC/IHA Employee Japan Wide
Administrative  Trade & Service Security & Fire Medical X 448 Off Base Applicant

2.EB[X Activity

Purchase Branch (Code 406.7), Supply Management Department | 5-EFMD#&E Type of Employment
Atsugi Site, U. S. Fleet and Industrial Supply Center, Yokosuka

BB AT Working Place: ## MK L Oogami, Ayase-Shi % ml;\c

3. EhFEHERT Work Schedule (3B 40 BRA&Ihr/wk) O] ESRS%I HPT

38 40 BEREHI: 40 Hours Per Week X & A Permanent

X #8281 Regular [] A~#R81 Irregular  Mon — Fri, 0745 - 1630 (] FR5 Limited Term (_# A Months)
] & &4& Night Shift [X] 7% Overtime [X] H 384 Business Travel

6.8 FEAIZ Duties

See attached sheet.

7. BE# KR Working Condition:

8.EHEM FEE&H Qualification/Physical Requirements

BWT-1-5

- One year of specialized work experience at 1-4 (or equivalent level) in the related field, or completion of bachelor degree in the
related field.

- Knowledge of Federal Acquisition Regulation (FAR), Defense FAR Supplement (DFARS), Navy and Marine Corps Acquisition
Supplement (NMCARS), and Naval Supply Systems Command (NAVSUP) regulations, and FISC Yokosuka instructions.

- Skill in operating a personal computer system such as MS Word, Excel and Access.

- Ability to negotiate and administer contracts/orders.

- Ability to analyze and evaluate various quotations exercising the cost and price analysis techniques and knowledge of regulations,
laws, directives, etc.

- Ability to speak, read and write English at fluent proficiency level (LAD-3).

- Ability to read, write and speak Japanese fluently.

- The selectee of this position must successfully complete all training courses including also those conducted in U.S. as required by
the Defense Acquisition Workforce Improvement Act (DAWIA) for levels .

*Those who do not fully meet above requirement may be considered for lower grade trainee.

BWT 1-4

- One year of any clerical, technical, or administrative work experience or completion of 4-years college/university in any field.

- Other factors will be considered in conformity to the target grade.

*A handicapped applicant may be accepted, depending upon the degree and kind of disability.

[Eligibility for MLC Employment]

- Non-Japanese Applicants: Only those who possess permanent residency visas are eligible. Please attach a copy of alien
registration certificate (both front and back sides) and copy of your passport (picture and visa stamp pages) to your application.
- Former US Military Members: Please attach DD Form 214 to your application. Former military retirees must first obtain
approval for employment under foreign government from the Chief of Naval Personnel and attach the approval letter to be
considered.

- SOFA members and SOFA dependents (include SOFA spouse) are not eligible for MLC employment.

HEEAN English Language Proficiency : DLZ\%@ L None D*}J?’f‘& Basic Dﬂpff‘& Intermediate &iff& Advanced D##Eﬁ(bﬁ‘é

Exceptional

& Educational Background : See block #8 | $2&F&EF. & T 5T License/Certificate Required : See block #8




9.42HH9 % 4+ d Application and Associated Documents

X SR (&R - B@E) Application for Vacancy Announcement (HROY Form 1, Front & Back)
http://hro.cnfj.navy.mil

*[X] B PR TSR FEE Resume of Specialized Work Experience (HROY Form) http://hro.cnfj.navy.mil

*MEEAlL Complete * in [] BAFET Japanese X] &EEET English [] £5 5 T3 Either
HROBRALSN T 25613, BEZFCLTUTOFRHEZTAL TFIW, ZEMEAHRES. K4, B, A4H
H. B\aids. (BT, B IS5 DIRHE & L IfEA . B (4, AW, 8RR, 5 LWOEGNEA
RLEARFERE/ 2 E) . Tobe considered for selection, resume must include at least the following information: Announcement
number, full name, citizenship, phone number, address, SOFA status, education backgrounds, work experience (periods of
employment, company name, description of major work, weekly hours of work) Any special skills and licenses related to the duties
of the position to be filled.

X #EEEDRENZRIBET 5L DDE L Certificate of English Proficiency (Copy)

X so AEIF £ L, BEEOBEES E/H- KA ZE LV RIEAHE (12cm x 23.5cm)

12cm x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and a 80 yen stamp (MPS is unacceptable.)

X BAEEUNDAE. SEAZRIER U/ X KR— F/ETED 3 E— For non-Japanese citizen applicants, copy of Alien
Registration Card and Passport/Visa

L& 5k for Job Inquiries IR 5k Office to Submit LI For Official Use
{H L ERE 18 2H3F 4 Office/POC T252-1101 )| B#E#EH R L
HRO Atsugi Satellite Office EAR £ ith A FEB Oogami, Ayase-Shi PDNO: FISC-406.7-002
0467-78-2661 (DSN) 264-3426 / 3624 EARE#h AEEB HRO BOX12

* JEIEE K OB ESRIIFTE OFFE B A% =Rk T2 ERMEFTNAED Z &,

Send application and attachments to HRO Atsugi SO by 1500 of the Cut Off/Closing date of the announcement.
* IRZERE AT MLC/IHA BUE OJE G 272 L TR VIR SEE I XRB O G L 720 8 A,

Ineligible applicants will not be referred for consideration.
kAR SN TS EEITRIK L L E A, Submitted applications will not be returned.

6.BEFEAIZ Duties

Prepares, maintains and places orders against Blanket Purchase Agreements (BPAS) in accordance with the
Defense Acquisition Regulation for filing anticipated repetitive needs for small quantities of supplies or
services and Government Commercial Purchase Card (GCPC) purchases of Material/services from local and
CONUS venders. Prepares purchase documents for equipment and material costing no more than $50,000.
Solicit bids for transaction over $2,500 from prospective suppliers and selects the lowest bidder and issues a
written order for the goods. Maintains liaison between the contractors and requesting activities to expedite
service and procurement, furnishes advice to contractors concerning procedures for the preparation of
statements, schedules and other related data in connection with procurement procedures. Issues written orders
for goods or services under Annual Contracts and maintains records concerning them. Takes administrative
action as required by the contract terms. Prepares and compiles information from procurement documents for
the purpose of maintaining status, establishing statistical records, and furnishing information as to the nature of
procurement transactions and the volume and monetary value of transactions. Maintains a bidders’ list of
supplies and materials. Prepares monthly and quarterly reports on purchase actions and all correspondence
pertaining to purchasing. Conduct periodic review of outstanding order file, provides status of purchase
requirement to the customers. Assist Semi-annual GCPC audit. Distributes and maintains files for purchase
documents and related documents. Performs other related duties as assigned by the immediate supervisor.


http://hro.cnfj.navy.mil/
http://hro.cnfj.navy.mil/
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